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DE-01/2026/027

Maximum : 100 marks
Time : 1% hours
1. What is an arising reference?
(A) Any letter received from a reference
(B) Any reference received from head office
(C) Any reference issued from the office which originates the file
(D) Any communication originates as a reference
B80) ~fOWMot) 0adOMM ~f)amden ?
A) &) canommila mlm aly foosslalo &HOD

(B) 0.0 @dadlnl@d mlmy el€ley afomesleno OanOMdMY

(C) ap@ oorailenm adabdlmlm mlm mMe1® ~fomeslalo OaOMMY

D) afoeossleyo GREAINIa®e 8@ 0a0MMIW] goBnilen)m

2. A communication received in the office until numbering is called
(A) Tappal (B) File
(C) Current file (D) Current
@bl mmoloty e  a len)m a8y erureallnlaweom ag)my
aflgleaym;
(A)  ©@ald® (B) @@
(C) oanilepss (D) oadleysso
3. How many Distribution Registers shall be maintained for smaller offices?
(A) One (B) As many as required
(C) One each for every clerk (D) Three

02101 2aflMHDS8 )@ Afllooem EZHIMROY® M exlonemo?

A) em (B) @R e8®
(C) @6d s lmo am alloo D) agmy
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4.  What shall be the procedure that a clerk on holiday duty is expected to adopt when an
urgent tappal marked as “special” is received in a holiday?

(A) tappal shall be distributed as most urgent

(B) tappal shall be sent to the head of office the same day by a special messenger
(C) tappal shall be disposed of the same day

(D) urgency of the case to be informed to head of the office

80 GRAIWIENIRINTD "M Oald(@" oM GCESWIGHIS;OV W &Q GRSIWINO  @aldG
aigleeemdd  Geauwlendal  wslwlepgs 8 KA  of)a0  MSalsl@anden
e lesnmzomm) (oloexlen)m)?

A)  a@Qo GRSIWME2IW] ®ald@® Allmoemoe 6.21Qjemo

B) 0@ 80 (IeO s BOM ¥l @rem Elaime @am &daflm) cawdilesy
GRW® Mo

(C) ©@ad@ @GrRe®m Elaimoe mem Allmoemo 6.2lgemo

D) comlem ersl@milodaima ad-dln cawdnilo® @rolwlsenemo

5. The duty of cancellation of adhesive stamps on petitions received in office, shall
primarily be laid on the
(A) Superintendent (B) Head clerk
(C) Tappal clerk (D) Head of the office
@l aI€lem  GRGAISHUBEI  B51eM  qUIMRSHD  OGIENRMO MBS 2 YAOE
(0L 18] CO@ 2 RAOMEOA|S0.
A aualeng B)  0a0W A6
(C) ©@ad@ BB D) a0l eawdlil
6. In which register money and cheques are registered?

(A) Cheque Register
(B) Register of valuables
(C) Register of cash
(D) Security Register
aleMORo 001880 O ZIqolanem E=IMmd 0.010®1C1eamMo 2
(A) 00146 oZIqUd
B) allaaflslapgg aumoyengles o=lqud
(C)  atemamlon) o=laud

D) moexd EZlqud
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7.  On the fly-leaf of the Personal Register, the names of the of the Section and

the Clerk maintaining the register should be written.

(A) Head Clerk (B) Head of the Dept.
(C) Head of the Office (D) Superintendent
ealFmem@  EHIMOle  00qg-allatl@d,  emuesem om@yo  EEIq®d

al@laidellenm &dee10M®o Gal@)dud af)P@emo.

(A) 0.0 A6 B)  dya] eawdall

(C) e2aflmi cawdnil D)  my(adens

8.  The files pending at the end of the previous calendar year, remaining undisposed of as on

the shall be carried over to the Personal Register for the current year.
(A) 1t of January (B) 1t of February
(C) 1t of March (D) 1t of April
MM HRINSD AUBMODO0R GRAIMIMo @B DE00M & ISEMOY0 (add»I®0

@B PEOIOMOYDIW  alWERHWD M alNleal AURHCODENEE GalF MMM =R 16l

OBHINB)CaId 0.
A) =mauel 1 (B) @anEenpol 1
(C) @2 1 D) aQedlad 1

9. Who shall be responsible to verify and see that all currents are registered in the

Personal Register by the section clerk on the day itself of their receipt?
(A) Head of the Office (B) Superintendent
(C) Head Clerk (D) Tappal Clerk

af)g)d SO @R alEleam  GlaiMo @O AMEHM BB  GalFTVEME

O=Z1O1®M EHIMMA 62105 0amM 41016wIWle] ©0APCHNMST @BI6M 2

(A)  &@adlm ecawdll B)  aylelene
(C)  0a0W A6 D) ©@a1d@ GBS
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10. In a Personal Register, if the space allotted for a current to which protracted
correspondences anticipated prove inadequate, what shall be the procedure to be adopted
for making additional entries?

(A)
(B)
©)
D)

Additional Personal Register to be opened
A separate page shall be opened in the Personal Register
Slip should be pasted on the page

Additional entries to be made in the next entry for the current

80 GalFmen@ EHIMOI, dlag)M@MHNM  BOD1SaIIBD (IO lesilenm 8o
S0 @emyaudla)  uoelo csrau(o%%j’@m@cm«ﬁ o0& o000, @eWld  af)m(Slavd
MSOORMO IM)BE MSalSl@R0o o)W 1B 18602

(A)
(B)
(©)
D)

GeWld QOO NG EZHITNAD YOS
Qe 10O EZIMONMR B0) (GO d Gal YOS

Wla] Gaigl® aglesnemo

mlainilepgg®ImI@] @rYEDm ~f)MEIWI@M &SHO@ ~fM(E1Hwd Mmsomeno

11. What is meant by ‘Section’?

(A)
(B)
©)
D)
L QMBS
(A)
(B)
©)
D)

Denotes act

A section of an Act

A minor division of office with superintendent and clerks
An office

af)MOOBINE  af)amI6M  BRADUAIS)MN® ?

@aslom my.aila {leeym

80) GRSl 8y Alledno

M (al6NSlo BAGNNIQIMEE 30) 02101 dadlm) awlaflam

B0) edadlmy

12. The process of putting up previous correspondences by flagging them in a file, required
for its disposal is called

(A) Referencing (B) Submission

(C) Disposal (D) Mentioning
DQ)MIOOD  SHOD ISaldS)d0d 80) ~0ell@  4000) a1, Gedle  @ldq{lay
GROUWJAIW (al(d IWO® M anglesym,

A)  0anomdmlovy B)  mad.{leoc

©) almieatdmad D) a1l 66 T
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13. What is meant by ‘issue’?
(A) A problem in a pending case

(B) A matter under consideration
(C) The process of copying and dispatching communication to any person
(D) A matter of issue under process
@[’ af)MOROBINE )M CRAGAIHEIMO) ?
Q) 0B 000200 30) eHMoal B0) (aldMo

B)  alnenmlepss 680 0o

(C) om0y UjHO 860 BRI Al&AOD] GRWW BN  (al(d: @
D) (& wWepss 681) (WMo
14. When one govt. officer addresses another govt. officer in writing, in terms of rules as to
Form, intended it may be the public record, it is called
(A) Addressing (B) Drafting
(C) Correspondence (D) Dispatch

6830 MARSOIB  PEBJONMOM  AOQID MAHNHID 9EBJONMNeMm  CEEIIARIo
@REIMoENIOWM  OaIQRPEMIMWD, Galdo MotUMWly MIWABBW (aldd0o, GRD OaldO)

eIV T 1860, @R lOMm g aflgleeym;.
(A)  ®@rElmocendwm (B)  (Wraldglovy
(C)  &OMICaldensmmy (D) awlmialda]

15. Who is expected to sign fair copies intended for higher authorities?

(A) Superintendent (B) Director
(C) Secretary (D) Head of the office
MO  GRWIBIAl6Hendw]  96gwlaflses  MPWAI®  ald@aRHglt  GRIEM
aaflesens@?
A qualeng B) wwossd
(C) omdsO] D) 20l ecawdlil
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16. How many entries in respect of currents opened as fresh files, are made on a page of

Personal Register?
(A)  Five (B) Three
(C) Ten (D) Six

ealFmem@  EZIMOI] B0 GalZl® ROROIW] EOM  ANWERGHESHNO 2]  of)®
oS 1B0d m@des 1lg g

(A)  @oeal B) om
€)ooy D) ©rd
17. Reminders issued should be entered in red ink, in column number of the

Personal Register.

A) (6) B
€ ® D) (5
D) 0.21QRM BIBNNOMERBGD GalFauem@ EZ]qualen] )M eHIGo

mmuol@ 2l Ao modeemo.
A4) (6 B) (@)
©) © D) (5)
18. Pick the correct format of number from among the following given, that is assigned to

intermediate reference, in File No0.2260, issued in the Form of letter from Al Section of

an office, in the year 2024.
(A) A.1-2260/24 (B) 2260/A1/24

(C) 24/A1/2260 (D) 2260/24/A1

2024-@ @@ edaflmleal Al emaesiml@ MIMEs SO0 100} el MOde 1@ W@

maud 2260-@3, enpaddluwlog OadOMM Mo w0286 1 1@ 166 m
@20 j0@MAIT@ MM vE1WIW GaNIBAIG MIUB O OOENS)HE)d:.

(A)  A.1-2260/24 (B) 2260/A1/24

(C) 24/A1/2260 (D) 2260/24/A1
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19. Pick the correct category of papers that are not to be registered in the Personal Register.
I. Periodical statements
II.  Papers that are to be filed in record files
III. Papers that are to be entered in Special Registers
IV. Papers of ephemeral character that are not entered in distribution register.
(A) TandIV (B) TandIII
(C) TandII (D) LI, III and IV

GalFmem@ EZIOlc OZ1Qd 0.01YIM A IdSIQPOD Gala|RHBE0S 0O WO Afl8dno

© 106 60MS)H6)) &>

I. GRMHIL( e (M @IUMSH 0D

II. 00e802dW aN@ERHEI W@ 6.2I6QYNS Gala|0)dh0d

I (c1eo 8 OZIMRSHE]IM CoaINIS)COMENS Galn]Odbud

IV. aflooem oZlquol® ¢o6ai0als;0m0m @daendalls MISINIMEBE Gala|0)dd
@ LIV (B) I,III
(©) I,1I D) 1,1, 1IL, IV

20. A new current that has to be opened as a new file of which the current file shall have a
fly-leaf, at the beginning of it.

(A)  Dblue B) yellow
(C) brown (D) white

aRO® 20@eN®] OOCENME B0) RO &HOW, GO osse0nlc mlainilapgs

~neilay 00qg-efladl 9ensd@ 1@ 186 6emo.
A) e (B) aeom
(C) oalls D) eougs
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21. What shall be the order in which the papers of the current file to be arranged, beginning
from the top?

(A) case by case (B) alphabetical

(C) chronological (D) preferential

mlainilepgs «0walon Gala®d M&glm @M erooElenmM @ao ~f)MmIW]Blee0?

A) esHm GemMMOE o] B) GRAEHOAILID(HAOD T

(C)  ®doelma0m od (D) aymdwemm

22. The procedure of “Linking of files” adopted when
(A) applications from citizens are to be dealt within different files
(B) it is necessary to refer in any one file to a paper in another undisposed file
(C) references from same department are to be dealt within different file

(D) the subject clerk thinks that linking of files would be better

“anepsn afles 0.01Q@” af)m msaislidao MIle@180)M@  af)Galdwien ?

(A)  a1D0M@IOS  GRGAISHMBD QOO  DWERGDBNSSIMB 00 IO fo
6ale@iong]nIm)emIdud

B) Poomlage &) ~oelld  20QI0) @B PEOd0m  an@alleal 8@
Gala]OlERISE) 0ald ©21GYMBO GROUEIAIW] (LIEIUIWD

(C) @6 dgafld @lmes 0aoMMBD AOMO  AIWEREWDENREE 1@
00d®IO o 6.216Qens1NI0EMII0d

D)  ~n@epsed aflds ©21QMOIEM MM TVNTRHS HADE) OGN

23. Acts and Ordinances shall be referred to files by quoting their appropriate :

(A) full titles (B) numbers
(C) year (D) short titles
BR®HS)BGJe  AWIMMMH80  GRAU®Yes  ©alload® BIENCAEY)

a0@ENSHE1RIHE 0l 6.21QJeMo.

Q)  aRdep WIR-HHEB3UD (B)  mmuoysud

(C) uURHo D)  (aOMI BDHHEBBUD
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24. What shall be the form of ‘noting’ on the facts of the case dealt within a file?
(A) Intelligible
(B) Condensed
(C) Convenient
(D) Intelligible, condensed and convenient

80 ~0welmegl®  eeddd0jo  0oI1QRM  eaHMIleM UM OO@®e860)012)88

') 1100 ©3alonmmdI@ 1@ 16602
A)  anqlanendaRmo
(B)  Mo(»a0 oo
(C) MIBE[(lBo

D) oo aReeIARMO, Mo(aOlayd, MIVHA|(@IB0

25. Notes may be written on current itself
(A) 1n very simple case
(B) when assembly is in session
(C) 1in urgent cases
(D) during month end
EMIPBAD SHOMPI@ @M alf)P)®0
A) gen aIgload® MIan .2l O 1@

(B) @emoe(l emsmlod @R IGeeEMId0d

(C) @rsl@mile MIan.2I0 603e0h

(D)  @2MIUIVIMOD |G

DE-01/2026/027 11 A
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26. What shall be entered in the Personal Register when a current file is closed as R-Dis?
1. Nature of disposal with date to be entered in last column of Personal Register
II.  Record keepers sign shall be obtained in the Personal Register
III. Serial No. in column (1) shall be ringed off in red ink
IV. Head of office’s sign shall be obtained in last column of Personal Register
(A) TIandII are correct
(B) I andIII are correct
(C) Tand]IV are correct
(D) I, 1II, IIT and IV are correct

80) HOM 0@ GRA-WIN GRW] GESWENEMIIWD GalFMem@ OZ1qOla f)mdoen
G060 |SCOMENSO) ?

L cadmem@ o£lquolend GoAIMIM  CHISOM M  MGEHNS OO 1GWIS)E:YS I
awlmyeatdmeallon aigdnlo

II.  caifmem@ oZlquole 00es0ddW &la]dad0es o] elEles)o
I e®dg0 (1) oal MW@ MM 2ROUM AW CRSWIBOHHISO0 1@ 1oeemo

IV. caidmem@ oZlqucle @oaUmMIM &80 1@ @dadln  cawdnilwyes  aa]
9o 1@ 1enemo

A) I, II woclwoen
B) I III wclwen
©) I, IV wclwoem

(D) L II,III, IV wolwoeny
27. The date and number of the reply received to the letter previously issued are entered in

column Nos. of the concerned page of the Personal Register, relating to the file
to which the reply, being a fresh current, is to be added.

(A) (6) and (7) B) (3) and (4)
(C) (8) and (9) D) (4) and (5)

)0 @1 HO01N 2 ly analsl®es @O MmO, «LO1VOIW] GPW.9|
HO0 GolACHONS alWERAIW] MIMWOa]S, GalFmuem@d ZIOlon MnIMeals GalZloal
EdHO8o MMUNYHBEI0 GO SO g .

A ), B ), ®
© ¥, D @, ()
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28. The title or subject written in red ink at the head of the opening page of a Note file

should be identical with the entry in column of the Personal Register.

VN G) B @

© @ D 6
80) em3 ~n®efllon @eE GalZlom ennWl oRAM MW@  of)Po 11 eem
oa0s03 Oregld |t  afld®o  GaiFmen@  e=lquclen CHISO loal
af)d ST MiaieeamI©lesnemo.

VNG B @

©) @ D) &)

29. When a draft of a proceedings is put up for approval in a file submitted, the fact of the
draft should be stated in

(A) the note sheet (B) the current file

(C) the draft only (D) the fair copy
mada{lay aneflod a0) MSals (@O o) HOS G@RoU3 IO IMOW]
mada{lengemdd, (Wl.0glem) Moo -@ (@O 18eemo

(A) emdg &g B) mleindleal @@

(C) (WoadgQ @O(@o D) 00D GIA]]

30. A clerk is expected to offer opinions and suggestions on actions to be taken in an
exceptional case in a file submitted for further actions when

(A) 1t1is an action on a representation from public
(B) it is replied to an assembly question

(C) the clerk thinks it on good faith

(D) 1t is specifically based on a statute

s MSals1HdenIW] mada{lay anellod GRMIWIEMAIW
MIa02i 00 1@  Milecleanes Mmsaisleagentlal & & GrE ] IdWEBE 0
M1RC3WEBBGEJ0 M@BEMOAM) (ol e 1H6),m),.

(A)  0a100BMEBBEeS (DO INW 00m GRSIMNIMAdES W88 B0 MSalslwiem 1o
B) &) @Ml ¢ans OB IM A0Yals] MME)EMII0d

(C) ey @@ M) OflKIdTOB G &MY

D) @O (60 jH00W] B80) MWAOD® @S IMAdINAIEE |WSSMIEM

DE-01/2026/027 13 A
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31.

32.

33.

Below each note prepared and completed for submission, the clerk who prepared it

should put his initial with date of the note sheet.
(A) 1in the middle (B) in the right hand corner
(C) 1in the left hand corner (D) near to the margin
Mada leeymalmI@] @048 a RO @Ie1® @360 @Gla{lmpe  @dey, GRO
OISO | A emO§ gl @), 8a] «fmI GoeIeq|S0memo.
A) awjonlanasl B) ro GeQOMIW]
(C) @os® @RQOMOIW] (D) @dglmlns)emow]
Paragraph of the Manual of Office Procedure prescribes for acknowledging

petitions and communications received from private persons.

A 7N B 72
€ 173 D) 70
MISHI0)  Qledlegl@ . a€lenym  Geealstdglo  GRUANNIawBE o
M&@1eemMa 0 @2-0lm msaislea admyaiellom eterwle  aldeguleym;.
A) 71 B) 72
€ 173 D) 70

When X’ is marked on a paper as disposed, it is
(A) to be generated as file
(B) to be sent to stock
(C) to be added to filed category

(D) not to be registered

80 Galnf0l@ X af)m  AWlmieanm 00OV GRSWIGHA[SHOMEMIIWD, GRM
@er.

(A) 0O CRW] BMEOG 6-21Q6Mo
(B) emieslealss) GR® GeEMo

(C) @ oo Aflednomlealds) G.oldsnemo

D) oZlqud 021 ~i1dslg)

DE-01/2026/027 14 A



34. To communicate a decision taken in exercise of a statutory power, the Form of

is used.
(A) Memorandum
(B) Office order
(C) Proceedings

(D) D-O Letter

B80) 0WAIEMI® GRWIHI0o Oale@IWla] af)SOM  ©®@dMo

a)M Galdo ©ale@IU¥1HnM.
(A)  emezmd0lN20
(B) eadlmy ool
(C) mSals)&aeBRMd

D) wle eaiQd

35. An Endorsement Form is used
(A) tosend a copy of a paper for remarks
(B) to endorse an executive decision
(C) toinform a disciplinary action
(D) to inform a routine decision

80) af)DEWIFMON] Gahdo ©alc@IUIHOMOY

A)  ©EEE)(DWEBEIW] B0) Gala]O10M] aldda] GPW® &M

B) 81 f&M e RSInT @lo@IMmemm GroUIE:® 186 M

(C) &r) GR.SHO MSals] @ROIWIendm

D) &1 1ol oloy@dMo GO IWIeOdMm

DE-01/2026/027 15
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36. Competent Authority to address the Government directly

Correspondence shall be
(A) Regional head of office
(B) District head of office
(C) Regional Joint Directors

(D) Head of departments

as

HO0 1S lIS)HEOS Mwaesd  GeMME Il MASNIBIem  emols

021QPMBE CWINJOW)E8 GRWH:Oa] GRW 1@ 1660

A) oOglwemad ada0lm eawdnil
B) #lgp aoadly cawdadl

(C) OKlwenm e8I WDOLSBAID

D) s eawdnilen

per Rules

of

@RE 1MoGeNIDWM

37. What shall be the rule regarding the contents of communications, especially letters and

proceedings?
(A) To be dependent of enclosures
(B) To be complete in themselves and condensed
(C) To be repetitive, dependent on enclosures

(D) As far as possible numerous topics shall be dealt with

GRWAINIaWEBE0s O8BSB0, (GO B la] BHOTYBElo MSalS| OB MoenIMyla)

Moo «f)mo 1o ]ea)o?

(A)  af)MDEHIAHNH08 @RV 186 &
B) ©eAWI® @M al@qnalo Mo(anlojoyndW @66 d

(C) ©ERAUBOM 2] alOW)d, af)MDEHIHNHOS @B (UOW 1Bes

D) &Flaymilscomige MoAIW] AlH@EEBY 0&EI0 0 6.2IQeMo
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38. Where an officer has to address another officer without formality of official procedure,
with a view to the interchange of opinion/information and it is undesirable to place on

official records, then the communication takes the form of letter.
(A) Demi official (B) Official
(C) Unofficial (D) Personal

@l b@/aflaie 006200 IMI®]T 8@ 968 ONMAM @RIV  OGBJINTAAM
896800 ldh  MSalS]®NEBEES BValold®lHO®]g0em  GREIMOECNIIWM  6.2I6QMSO)0
696800 ld  GEAIBEIM  OWO;OMM@  GREHIAJALIDOMOYAIW  MVIa0.210 (O 1@,

erullnlawo SO0 100 ©alONSH60.
Q) owal &adls|@ B)  anlajd
(C) ©ReM-63a0 |0 D) e laloo

39. What shall be the procedure when copy of a letter addressed to a government officer, has
to be sent to a non-official person?

(A) Memorandum should be used

(B) Envelope should be superscribed ‘official letter’

(C) Non-official person should be addressed with a covering letter
(D) Send by certificate or registered posting

80 MALHIB OGBJOINMIN GOWa| HOTIONY aldda] B0 GEMICE I OfsO 1H6)
BRW® CHOME INUMYEMIND fMIW D860 MSalS(@mo?

(A)  0@E2AINIMB0 alEWIUYBOEMo
B) &a0le) mHgl@ aves dUTle HOD ' Al of)P0 11 e0emo

(€C) @ves PN l&HagPom Aenlo®  8Q  &AOlY  081Qd  ©alc@Iwla]
@RE IMoCNIDWM 6.2lQjeMo

D) masldleeg cregielmd ©Zlqd 0210 Galdqlot) AIY] GP@ &6

40. Charges levelled against delinquent officers shall be communicated in
(A) Office order (B) Memorandum
(C) Letter (D) Statement

QAU |BHDOSOM 100 2RAOVI® EQEERtd oo @O 1w 1enemo

A) &adm gomonl (B) emcamdnd6engo
©) oo D) (UM
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41.

42.

43.

Official letters to the Public Service Commission should be addressed to its
(A) Chairman (B) Secretary
(C) Member Secretary (D) Registrar

alepfles maallmy  sedlsion 8068 00le  HOMGB  GROIEM
aflepmon @ Gr®® d@eemo.

(A  e20@A0OM (B) emu&so)

(C) oamd om@SO] D) oLmisod

What is the name of the register that typists have to maintain?
(A) Daily work load register
(B) Typing register
(C) Register of typists
(D) Minutes register
00sa{lquaed myesilesees EZIUO1OM Galo@mIem?
(A)  e0smoBIm UBS canW o=laud
(B) e0safloty E=Hqd
(C)  oosaflquidmgles o=laud
D) alwlgm’ o=laud

A fair copy of an official letter, after its comparison, the clerk shall initial it
(A) at the left-hand Corner
(B) below the entry of designation of signatory
(C) at the middle

(D) at the right-hand corner

80 86BN HOM1M MIOWAIW aldda], GROIOG @ICOAJOB M CUoddto, &ADE)

@R 100} &a_{Isemo.
(A) @s® GRQOD
B) @aflswrges a1l 6EEIOIS;OMMEIMN @Iy

C) awjsdNOY

D) e GeQOO
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44. Who shall be primarily responsible to verify and see that the letters entered in the Local
Delivery Book have been delivered and acknowledged by receivers?
(A) Subject clerk
(B) Superintendent
(C) Officer who delivers the Letters
(D) Dispatching clerk
censO@ oweallnio] mpesl® 6l RO @ &OR&BD  MIBHAOMISOD  wf)oo o]
@RoU3 @ 1215 06mm) al@1600dU 2] OO0 DEHOMNSO (1oL | &AdW] @R®)eS
DOMEOMIE I OmAd6N
(A)  quengsS @desy
B)  aaiene
(C) SO0BD M@HYM  HEB IO
D) almiaidaflov) A6
45. Letters to be delivered shall be entered in Local Delivery Book and sent
through Office Attendant for effecting delivery.
(A) within 25 kms (B) within five kms
(C) within head-quarters (D) most urgently
oawellaiol  esoleQeme  HO0B0D censoO@  ewelluo]  enpes o
BRSO S0 eawellaiol  msaflangom@lmo]  adadlmy  eeQmay U]
BRW® HYH®Yo CLMo.
A) 25 &leenalgolmas]cd (B) @real &leandlgalmes o
(C)  @muomov Imes D) afoaye @eslwmloadw]
46. What is premature disposal?
(A) closing a file on its opening day itself
(B) disposal in terms of court orders
(C) disposal of a file closing it unofficially
(D) closing a current merely because it is a long pending one
@RI WM EaldM@  af)amIem ?
A) 80 0@ 0™ ElUMo M GRSW HE)
(B) e&2s01] 9OMEARMHE20s G@ESTMNINOD 1@ ©da |86
€) 80) @@ OB 280 CRMIEE IV 1BadIW] GO CESW GO @
D) ge#921dW] @B ]dEOI0m SMIV@IMIT (@0 B0 HON) GRS HOC
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47. What shall be the ‘head’ used to papers relating to ‘suits’ while they are indexing?
(A) Court cases (B) Suits
(C) Plaints (D) Litigation

MRS ODOWSHM  92IQREMDW  GROAU@AIW]T  MNIMDOA]S  Gala]Oydhg b
D lEWIW 1B 10aOW ' of)0mOIW 1@ 18602

(A) e8] CHMYBUd (B)  au 5280
(C) cuoeedrwd D) ayand©o
48. Who shall be competent to sign proceedings containing orders passed in exercise of a
statutory power?
(A) Head of the Department
(B) Director
(C) Officer having power as per the statute
(D) Superintendent

80) 0MAIEAI® GRWIHIVo Oale@Ile] ~DMIGHI® OMEANSHD @SS W
MSalS)(@06m8g1m B3a{lsom GrAsOIM GoWIHI0?

A)  usya] eawdnl]
B) wOHSD

(C)  al§leddd0 GRWIHIOMEE 6B dNMAND
D)  Mg(elene
49. shall be primarily responsible to inspect the Record room atleast once in a
quarter.
(A) Head ministerial officer
(B) Head of department
(C) Director
(D) Dispatch superintendent

80)  AYMAdMOD0eDB1800RIE ek 00EENIAW 0o  al@1EIWIEsOHMS  (aldlnaild,
©ODEMIE10Mo M GRem.

Q) a0 almIWlelw@ edadlaud
B) s eawdnl]

C) wOssd

D) awlmialda] qyelens
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50. What is the prescribed preservation period of a ‘K- disposal’?
(A) One year (B) Two years
(C) Three years (D) 10 Years
80) 'od-WIMeadm@' o mlual®m Moossem &IeI@aAT f)@@dem?
(A) &) AUdHo (B) o udHo
(C) @ Ao D) 10 udsto
51. Who shall maintain a Register showing details of the volumes of indexes and closed
registers kept in the Record room?
(A) Head Clerk (B) Record keeper
(C) Superintendent (D) Tappal Clerk

0068023  0galed  MeAlafldlenym  mgafledeges@io G@rSa EEINO)BEESWY0
@R8NT ®am1en)Mm 80y ERIA BRI M&Hcsnmsm ?

A)  0a0W A6 (B) 006923 dlad
(C)  mulaleng D) ©@ad@ B
52. For destroying the record files after their preservation period, orders of the
should be taken annually.
(A) Superintendent (B) Record keeper
(C) Manager of records (D) Head of the office

00CHOIDW  aIWERHWD  GROIMYOS  MUoESHM  dIaIWEAlMGwsto  Mudla{leomailay,
OOMOOYHUD (UBHo CMINYo lf)S)HeMo.

Q) qg(elene B) 006023 @lad

(C)  00CHOIBWYHE)OS DICMBD D) 20l eawdlil

53. In the files relating to court cases, the abbreviation ‘O.S” denotes

(A) Open Synopsis (B) Original statement
(C) Own Suit (D) Original Suit
CHISO]  CHMYBIW]  IMWeals a0@apsgled, ‘0.8 o) 2ROOEOLIO0
mgaflafleomaoy
A)  ©@Om Mo(aNo (B) @030 (aIM@®ICUM
(C) muimmo GHMY (D) @mdAm0 CHM
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54. In which section, the works of fair copying and dispatching done?

(A) Tappal section (B) Office section

(C) Fair copy section (D) Distribution section
N0l afledxnomlaneny, M{2@AOW ald B0 S)80a)0 wlavatdaflongo
msOm 1@ 1@ 186,mo 2

A) ©aldm afledmno (B) &0y afledno

(C)  0ad@A G|l fledno D) afloeen afledne

55. The special papers arranged in bundles according to their subjects, other than R, D,
K or L bundles, are said to be 7,

(A) Filed (B) Special

(C) Miscellaneous (D) Other papers
@rd, W, od OregdI® (o emelapsd  aFlod AW EnMME ]
nenglapsad®]  (&Al60la/lelenm  (aIeO s Gala|O)meg ¢ 7 ag)my
allgles)m,.

(A) DO 021000 B) Monlajmd

(©C)  alelCUs D) ag Gala|Meud

56. Register of Periodicals shall be maintained by
(A) each section (B) each clerk
(C) tappal section (D) office section

GRM)H>ail86m880s =MD

(A) &oeod Alfledonnyo (B)  &@oemd faeno

(C) ®@aldm afledmno D) &0y afledno

57. The head of office shall make a detailed inspection of the Record section in

every year.

(A) January (B) March

(C) April (D) December
2adlmy cawdnll af)gp AIdARo @ e0cs0d0 afleononlen aflweadw
1@ 16OWM MSODm6EMo.

A) =maue) (B) @oda]

©C)  aQedad D) alavoenid
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58. The monthly arrear lists collected from section clerks shall be consolidated and
submitted to the Head of office on the day of every month.
(A) bth (B) 20t
(C) 10t D) 2nd
OMSHMD HAGDIGCIM MMM UG 1EM (A IC1DOM @Sl alSlddtd afds)leo o]
af)g)o @dmAaRoe Glumo @bl eawdnfles mada{lesemo.
A)  GredeO B) OE)1OR0OD
©) alomIneo™m D) omzIne0m
59. Who shall be the custodian and responsible officer for the maintenance of Call book?
(A) Clerk (B) Superintendent
(C) Head of Office (D) Tappal clerk
CHIDNRBS O] alBlaldaINOB M) &HEIRIWIWMPe  HOMOAEIMMEE  HEBONMIM)o
GRIW 1 186),0?
Q)  gAse B) el
(©) eaflmy cawdnil D) ©@a@ gAHE)
60. A paper or file is transferred to Call book when no action is due in the office for a period
of months in that matter.
(A)  two (B) three
(C) six (D) one
80 Gala|d® GRELBIM ~IWE 2OMEO0dE  dadl 1@ 8y Msalsi®)o
RPOMEA[IUD GO0 MNPBEIGAIHE ADQ M.
A) o B) agm
(©) @rd D) am
61. Who shall be primarily responsible to prepare an extract of the file and send it to the
subject clerk when further action becomes due in a file entered in Call book?
(A) Tappal clerk (B) Subject Clerk
(C) Superintendent (D) Head clerk
CHOUD  MNRHS 1M GOS0 W  a@ell@  ©)SAMSaISId  GRMURjEIW]  AIEIIIWD
a0@eflom 81y Af)SM(EIHQ OIOIHS] MMIRBES GHAHE 1) CRWREHOMS (aIdai Id
DOOEADE1OMo  BRHASHIEM ?
(A)  ©@ald@ GBS (B)  quenTesS godos
(C)  mulaleng D)  0anW gAHE)
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62. Reminder Diary shall be maintained on basis.

(A) April-March period (B) Biennial

(C) Calendar year (D) Need
SIS0 WO @nslmndmonlad  qyasileanensmien.

A)  aQedl@-2039] @re1@aOT (B) eflcucnoo

(C) seoemed AUk (D) ®RM o

63. When an order is passed in the file to ‘lie over’ for a few days
I No entry is necessary in Call book
II. It does not authorize to close the file
III. It will be entered in Reminder diary
IV. It is not to be entered in Call book or Reminder diary
(A) I & III are correct
(B) ItolIV are correct
(C) 1V alone is correct
(D) T alone is correct
anell® &049] Flaumeomes) '0eal BB B80) OO aldIVIHNEMIIUd
I e®dd enpaslod «g)ods] @i ey
II. 0o egdm 0.21QOm en® GRW B0 |S)0RM g
II. erd Oleeamwd W®OIWIM 6oeaIen]s;om)0
IV. e®o0d enpaslean Oleeamdwd wolwlean enm GoeI0n|S;0mm0)

A) I, III vclwoen
B) I oo IV cuem woloeny

(C) IV admo @Iwoem

(D) I ad@o w@lwdoen
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64. The superintendent should scrutinize the entries in Movement register
(A) once in a week
(B) at the close of everyday
(C) quarterly
(D) once in a month
oy fean) eZImaleal ~f)MEB MYlaE MYasinnd®] ~iclewiwlenemo
A) ©rY o wleandleod

(B) afg) Glaumaye GRAIMIMIEEMIOMD

©) eo@ad0V]dho

D) @mo e a0

65. What shall be the duration of the interval for lunch?
(A) 30 minutes (B) one hour
(C) 1to2pm (D) 45 minutes
92JBBHIMOD IMBE NSEUE of)(O®IW @ 186,02
A) 30 almlg B) o) amlenyd
C) 92@ss 1 O@ 2 e D) 45 almlg
66. What is the rule of office procedure regarding use of telephonic messages for official
communications?
(A) office head alone shall resort to telephone
(B) should be used only for really urgent messages
(C) telephone shall not be a means for official communication
(D) telephone shall not be used if internet is available

aves U0 le  epreallnlamoo]mi@]l  esefleandemlss  MEMBWEBW  ©ale@IUTlHe
MER2I] NIMDOA]S BdallM) Msaisl@acmlem mlwao famoem=

(A)  eadlmy eawdd] @0 eseileandem ©alewdullenemo
B) gen @RS MEMBWEBWE Ao Oale@IW BN

(C) @avesppnle  coueallmlamonimes 0 2d3nadw]  esalleanden
O lCWIN 16O

D) eMdemq eisj@rem®dslm® 6saileandemd ©ale@OIUW 8OO
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67. The Attendance register of the section shall be closed by the superintendent

after the office opens.
(A) 30 minutes (B) 60 minutes
(C) 45 minutes (D) 10 minutes

@afll  @OMOIMEWHe  OMSHMY  a0IBD  EHIRD  AVY(alenS

GRS CAOMNSMIEN).
A) 30 almlg (B) 60 almlg
(C) 45 almlg D) 10 almlg

68. How many days of late attendance shall be a cause for a penalty of forfeiture of a day’s

casual leave?
(A) two days (B) one day
(C) four days (D) three days

QO Glumoe  000Ud]  a0IREISYM®  &©) Alumeod  &HdHIm  ellal  afleveow]

HEMNIOIBE)0?
A) oo &laumo (B) &® &loumo
(C) mael &laumo D) e &lalme

69. All government orders on which no specific action other than communicating them for

information to subordinate officers shall generally be
(A) demi official (B) tagged
(C) filed (D) recorded

#1963 0nmudss  Alloioeasd  ErOIWIERMOLPOd (IO &  MSalSldHegdmo

Mile@160000  af)gd MAEOID  HOOOORMBEo  MVIWIEM@IW]

@R @ 1esemo .
Q) owa)l nadlajmd (B) s0¢0) eai@oy
(C) @ 621 D) coaIeq|s00)]
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70. To obtain a record from the Record keeper the prescribed ‘Requisition form’ shall be

signed by the

(A) Clerk (B) Superintendent

(C) Head of office (D) Manager
0068023 &0l dlm & coel el lenma 1 @ldgly ' OlaImlsm  Gando:
Qa{lesere®

D)  Gdse B)  aglelene

(C) e2aflmi cawdnil (D) @em=d

71. A statement or order of the final decision taken by the head of the office on any matter
submitted before him for information or orders is called

(A) Decision

(B) Disposal

(C) Submission

(D) Premature disposal

AlIEEREHe  OODOORHWDEH6  cale]  MAda{lenm  aomI)  &I® O 8o
adlmy  cawdadl  af)epm  Gemla  @l@IMmomlem (M ®INIMOWE®
DOMEANOMEWD A lO@YMO

A ©loy@dMmo

B) wlmieatdavm
(C) madq{leoad

D) (o Noaalid awlmiealdmd

72. Preparation of any communication by clerk, which is proposed to issue from a file is

called
(A) preparation (B) noting
(C) drafting (D) making decision

80) anwell@d  mlm  aoealleedd  oegurleenym Al  afloo@sleyo
GRAINa®e @INI8M®lom Allgleanmo

A) ©OW008] B)  @ola]
(C)  (WaalQlouy (D) ©l)@0Mmens)H6 T
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73. What is a “new case”?
(A) A new court case dealt within a file
(B) A new disciplinary case
(C) Case opened directly in the office
(D) A tappal received which is not connected with a pending case in the office
80) " O eHM" f)emden 2
Q) 81 «0wellmegl® 00d@®I0jo 021P®m B0) aROIW CHIST CaM
B) &7 ~Ol® GRSHO CHM

(C) e&aflvlm emmls @om eaHms

D) eadmled Mmlainflepes 80y eaHmad] mIMAlePOm B80) ®ald@ alElaly

74. Tappals shall be opened
(A) 1in the presence of the head of office
(B) 1in the presence of Tappal clerk himself
(C) 1in the presence of the section clerk
(D) in the presence of the clerk
@aldERSHW O)OCHNMNSO
A) e cawdaileyes momlw ol

B) @@ RSSO aOMIIw o) 1@d
(C) omasid gassloa] qdMIlw oo

D) gaesload momlwowila

75. Before distribution, tappals shall be sorted out according to
(A) the time of receipt in the office
(B) sections to which they relate
(C) the outside departments from which they relate
(D) the outside number of communications

aloeemomla) aymT, @RMMVE 2] Malde)&td @M 1@ IesnansmIa.

A) eafvlm aileamnm mawo
B) ©eId cmimeqsIdlenm allednemw

(C) @D cIMOA]SI@1EM eIdan) CUdh)a|)dud

D) apoooymlmes eruallnlawemges af)epo
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76. The numbering of tappals may be done by hand in offices where daily receipts of tappals
does not exceed
(A) One hundred and fifty (B) Three hundred
(C) One hundred (D) Two hundred
®aldeRd820S  008MoEIm  EMI0H0d SHlwoom  @dadlneg o
@alde)d820S af)gRo (HBIBM1HMO OBHOHINE  ©aIQIRM@IEN.
A)  myQmoy B  oymyd
(C) myo D)  enoymcy
77. What shall be the method by which currents are registered in Personal register?
(A) on the basis of urgency of the subject
(B) on the basis of the outside departments
(C) 1in the order of numbers stamped on currents
(D) first one first basis
GalFMem@ EHIMOIM &HOMBH0d EHIMPDd 021 M @O ()OI 1@ 16602
Q) alaseoolen eeslwmlodalmomes Geslmundmor o
(B) DDy QUdalde820S ©@rSIMAdIMO) 1@
(C) &oMdHEI@ momI 021® Mo |Hb8es (EHAMT 1@
(D) ©rEICOOO GBBJo )M @rSIMNdIMON 0
78. What is meant by the abbreviation “L” noted in column number (7) of the Personal
Register?
(A) Local (B) Letter
(C) Lodged (D) L-Dis
GalFmem@  EZHIMOle) e&md8o mmid (7)) @ GoeUes;00 @ d@lenm  “L”  af)m
2OBOPYOD  f)AMIEM GBRAMOAIHEMO) 2
(A)  caneem B) e21Qd
(©) eanuygal (D)  af@d-wlmy
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79. For tagging a current with its enclosures below it, they are punched and a

single tag is passed through the hole.
(A) 1in the middle on the right-hand corner at the top
(B) in the left-hand corner at the top
(C) 1in three spots with one inch distance in the middle at left-hand side
(D) in the top portion of the current and enclosures

80) HOMlem GO  ~f)MEHIHMNRHEAOW]  $50)  0.21QRMO MY, @A

aloal ©.21Q @Yo BIDOOM1EYES B0 SIU) &SOMINIIS;E:™o 6.21Q Y.

Q) magld aeieyneom neiw]m aw ol
B) m&egl®d @so Qe ayel o
(C) es® QILOM AW oM B0y el GRALIOM I @y qoelsg o
D) &oloR@o af)MDEIHOH:EIOSWo MWD BINOV)
80. What shall be the order of arrangement of flags when reference to authorities quoted in
a file by “Flagging”?
(A) 1in easily removable order
(B) 1in easily accessible order
(C) 1in alphabetical order
(D) one by one order

902U lot)" o) 80) ~nelled 9r@]afl@lenm GEWl®IC1lHme8 ~leIadudleEmIdw

Al BHHG0S (SHANBHOEM (BAo wf)MOW 1@ 18602

Q) af)8o]0m @ Meeo ©2IYUIARI (SHAO) |G
B)  af)8o 0T GREMM 6.21YINRM (HAOCT |0

(C) GRAHOAILID(HAOD T

(D) &2eP MO
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81. Who shall be responsible to make arrangements for the maintenance, accounting and
security of registers in an office in accordance with the procedure outlined in the MOP?
(A) Section clerk (B) Head of office
(C) Superintendent (D) Record keeper
MOP-o @b 10600 1@ 186 MSalS(SHNEBBREOHMM YORIW B0) aadlmleal
OZIO)BH0S  alBlaldeiMo, GRAOVENEIoU), MOSH )M U SRS (] @EMEBRDd
MSCOMENE® @RHMDIEM ?
(A)  omenmd &AL (B) &0l ecawdll
(C)  mug(adene D) 0066923 W dlad
82. When a confidential letter is registered in Personal Register by the subject clerk, the
only word shall be entered as title (subject) in the Personal Register.
(A) Private (B) Secret
(C) Confidential (D) Unofficial
menTReQ &AM B0) a0 @O GalFmemad o=IMOlc oZlqUAd  6.21Q6MId0,
GalPqem@ = 1qO 10 af)m  apnses a@ea eesglod  (Qflaiwo) GRW]
M@BI.
(A)  MUIBOO o (B)  ®@anmu o
(C) @anM o D) (GYD(T)’DGGCP(J)"]&O
83. When a clerk goes on casual leave, he must invariably handover any office key in his
custody to the of his section.
(A) Head clerk (B) Tappal clerk
(C) HoD (D) Superintendent
80) A  HOHIC  GPUWIWTM  Galddyemd®, Ge@IR e} eqwlwlapss
afloo@ oo adaflm @IEHHIM MO OTEHUO] M 90HAI06Mo.
A)  0a0W A6 B) @@ A6
(C)  af)ajew] D)  qyaltens
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84. Pick the right statements from among the following given, regarding casual Leave.
1. May be taken on any ground
II. May not be granted on vague grounds
III. For extension of leave, separate application is not required
IV. The purpose of leave must be stated definitely
(A) II and IV are correct
(B) IandII are correct
(C) I and III are correct
(D) I, II, IIT and IV are correct

SO eflal  mosnimwle] ®20¥  alo@)MmAU@l@ @M RE1WIW (I OIUMEUD
© 16 60MS)H6) .

I. a0 S20MmOmIYo af)S)Eed0

II.  @ROSOAI® @IMEREIM GRMYNUGIEOIM 1dslg)
I, eeciw] dlggmala), (1o s GRGIeH GBI Y]
IV. eeaidlwes 9eguejo @Ido@d™o (alm@dleeemo

A) 1II, IV wolwoen
B) LII wclwien

©) I, III woelwwoeny

(D) I II, III, IV wecl@oen

85. The Distribution Register is maintained in of Appendix I of MOP.
(A) Form No. II (B) Form No. I
(C) Form No. III (D) Form No. IV
afloeen e£lqud MOP @yes @emenimwe I @yes @ el afldlenymy.
(A)  @Gando mauad II B) Gando maud 1
(C) @ando mauad III (D) Gando mauad IV
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86. What arrangements shall be made when a pending file becomes absolutely necessary to

be referred to in another file which is ready for submission?
(A) files should be linked
(B) files should be handled separately
(C) files should be crossed
(D) files should be copied

MR 18620 OYI00® 20QIQ) @A @Ba2H0I0 B ~NW@ Oald 6.216YNSOY

@RO)§ OO0 AW ] AUQEMUID )10 (&&]HEMEBBWD 6.2IQeMo?
(A)  a0epsnd eflss eaigemo
(B)  0®@ERHWD (aICO o 00HBIV o 0.21QIeMo
(C) adERSHWd G@&IM 6.21QjeMo
D)  ~WERBW alddOmeMo
87. What procedure shall be followed, when dealing with a subject in a file a fresh subject
arises in it to be dealt with separately?
(A) A part file shall be appended
(B) A separate fresh file shall be started
(C) Fresh subject shall be dealt with jointly
(D) No separate file shall be opened

80) ~0welld 80 afld®o 00&s®I0j0 601QREMIMD, GRMIM ROl Afleiwo

(GO jdho 0OBB:I0 o ©2I6QMEIUEMID ()00 MSalsl@andem aideileanenso ?

A) 81 a1dB3 W@ &y51eldHe6Mo
B) 80 (O jd RO DO BBDoEIBOMo

C) apole afleo MoSMAIW] 00d@®:I0 o 6-21geMo

D)  (EO & D@ OOSHIM n_las']gd
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88. What is an ‘N’ disposal?

(A) It is to be sent out in original
(B) It is to be filed in stock
(C) It 1is a non official disposal
(D) It is to be noted for future

80) o) Wlmiealdmm femoeny?
A) oo aclZlmelle Gr®® eaemo
(B) @ QIO 1@ ~0@@ 6.2IQeMo

(C) @ 8©) GEMDERJIUI1E AWM GaldTuaem

D) edxalldlm en® (eylesnmsmoen

)

89. Pick suitable statements from among the following given, regarding ‘drafting’.
1. Draft to be written on separate sheet
II.  Draft to be complete and brief
III. Enclosures to be maximized
IV. Enclosures to be minimized
(A) I & III are correct
(B) II & III are correct
(C) I, II & III are correct
(D) I, II & IV are correct

HWalGlovd ' moenumile] Mm@l enymM@cd @l GRMEWIR|AIW  (« M @IUN DD
© 106 60MS) ) &>

L (@WalQ («leojs Gl of)wmemo

II. (WoalQ aly@epOo Modslai®ORQOW G 1e06Mo
I af)MEHIHNHBRD alAdUWIWISHEMo

IV.  af)MeGOHMHW 6.210)mISeMo

A) I, III wolwoery
(B) II, III wolwoen
(C) L II, III wolwoen

D) LII, IV wclwien
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90. In a draft memorandum, the list of addressees is entered
(A) at the bottom of the draft, on the right-hand side
(B) at the bottom of the draft, on the left-hand side
(C) at the top of the draft
(D) at the top of the draft, on the right-hand side

(%)

80 (Wi.0g  eaeed0demeom @,  Alenmendes  alsle o))

M@ 1@ 1ee)m).
A)  (Wralgleny @6y, QIRIMYOIWOD
(B)  (WI.0Q100} @I60¥, NSO
(C)  (Waa0Qlo] eydne 1@

D)  (W2.0Q100 &g, AILIoRAIOD

91. In which cases ‘F’ disposals are also to be indexed?
(A) If the record keeper orders
(B) If situation warrants
(C) If‘F disposal is marked ‘T’ by competent authority

(D) If‘F’ disposal is to be retained for 15 years

(%]

alOMI08O MIa02lw 6Rgenm T awlmicanmepsd emdewdsm 6.016Qasmdoan ?

(A) 006800W &lajd QoM

(B) Moan2I0) QROMRSHWD s 10

C€) F almeadm@ cwinjowss Gowleial T of)m creswigeqsyomlwlsy
oenses 1o

D) ‘F allmiganmm 15 auddeomss olaimldomemendss o
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92. What shall be done by the subject clerk on return of ‘R’ and ‘D’ disposal files from the

office section after dispatch?
(A) Files are kept inside rack after making entries
(B) Files are put into brown paper disposals jackets and stitched
(C) Files are sent to superintendent for scrutiny

(D) Files are sent to typist for further action

%)

wlmiealdmilon’ ) eaatto 632adlm) Qflednoml@ mlm ‘R, ‘D’ almicadmm ~o@elevd

@1©@10d MOB&H)EMOD MNTREG HAE o()T0y6.21QJeMo?

Q) )DEBWD 0210 G AIWARMBD 086 MBS MV & o6,

(B) an@eps0d (eruoem Galald Wy @atdu@d RI80Q)HE 1@ s
@) 1@ 23S M)

(C)  an@aR®Gd TUYleNE1M (VB Mn 1@ 1600OWM® #6OW ] B &MY

D) ©sdMSalSID8OIW] at@eRHd 00sa{IMy1MN G GO,

93. What is the object of Indexing?
(A) To trace papers of orders on any subject
(B) To make the records system
(C) To keep index slips by the clerk
(D) To avoid pendency of files
emdewds Mot 10 63U o af)amden ?
Q)  aQoomlage Afls@onleal HOMOOARHEINS Gala|O)dtd (SI46) ©21QDOMD

B) coealsHd ®@DI0I86)20

(C) sy myalld @laldtd muesilendad

(D) ~0@ERHW 0&HS1E81SENMD &Y 1800
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94. The entry in the Index relating to an individual paper is called a
(A) Title (B) Subject
(C) Heading (D) Reference
80 QSO INO  Gala]@OW] MmIMWen]s Myolleeleal fodElow ag)my
aflgleaym;
A) wdHAdo B) afllswo
(C) oeles0s D) oanomday
95. Personal papers relating to officials should be indexed under the name
(A) Establishment (B) Of the officer concerned
(C) Office establishment (D) Personnel
6B ONMNQAIW]  MIMDOAl  QAUBOINO  Gala|RQPHW  Gald b
mg afle-@langsemo.
(A) mundalmo (B)  eumwen]s ©cs onmuoem
(C) e2aflmy muadalimo D) GaldMEM®D
96. What form of correspondence is used to address an MLA or MP?
(A) Proceedings (B) Memo
(C) Letter (D) Endorsement
80) af)oaf)@a)6®I  af)oalle®d  @REIMCEMDWM 2D RO  OEOD LS8
HOM 1SalIS)SHGIM  OalCWII 18 M@) ?
(A)  MSals)HHneesud (B) emcad
©C) oo D) afdewdFmonny
97. Fair copies of all letters shall be typed with line spacing.
(A) double (B) one and half
(C) half (D) single
af)ald HOMBSSWo  MOWAIW  aldhBa b 0d AE]  GRHLIONIM  00Sq]
0.21QJ6Mo.
(A)  @es B) ame
(C)  alts)o] D) aQ
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98.

99.

100.

What shall be the procedure when there are several papers to be dispatched or issued to
the same officer, on the same day?

(A) Separate envelopes shall be used

(B) All papers enclosed in single envelope
(C) Similar forms of papers in single cover
(D) All papers are pinned together for issue

860 Glaimoe  ©@em  MEAW]  Gala]dHd CRWENHEWI  CRELE I RGO
©GB{ONUNM M@MBHEWI ©21QEMIIWD )OIV @860 MSaislidbdo?

(A) 0O HOAUMBUWD OaleWIUTIesnMBMIEM
(B)  af)8)d GalaM®E0 BQ SOOI CRSW GeEMo

C) &g &uolm Madmadw Caln OB 0D

D)  a)gp Galalydglo eDattj) 621QM@ MW e la] o/l 6.0 o l@lenm

What is the name of the register used to note daily account of postage stamps?
(A) Distribution Register (B) Tappal Register
(C) Stamp Account Register (D) Register of Stamps

@ald@ qUIMRSHBIOS 00BMoGIM  &EMEE) GOEINAIS;MMIM  Oalc@IUTeeM  ©=1qclan
GaloEImI6EM ?

A) allooem o=lquad B) ©@an@ o=Hqd
(C) @ cranvee ©=Zlquad D) @ompsges =laud
The record section shall be incharge of the if there 1s an independent record

section in an office?
(A) Head of office (B) Superintendent
(C) Record keeper (D) Section head clerk

80) a0mm 8 MIOED 0063w aflede eeme®slm 00eH00W afledno
00} 2RAMEI Qa0 186)0.

(A)  &@adlm ecawdll B) el

(C)  00e8O2dW dlnd D) omeHM QaOW ADHE)
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SPACE FOR ROUGH WORK
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10.

11.

12.

13.

14.

15.

Immediately after the commencement of the examination, the candidate should check that the question
booklet supplied contains all the 100 questions in serial order. The question booklet does not have
unprinted or torn or missing pages and if so the fact should be brought to the notice of the Invigilator
and get it replaced by a complete booklet with same alpha code. This is most important.

al@le @ysensleoesm® ©eaWIdmMAl ®MHs rIElollenym 62106) aliye:@died 100 colocymaio
(0000 HENBO ag)MM al@lBUOUSBHEHNBMIET. B2I0BY o RMEB-ETIC @0.2JSIBHIBHE®I, &ICIWE®,
Q1560 I0WEDO EOW  GalRIHWD  OMBIMHIR]; @OLIAID  HOEMBHELIT  @VHH00Y MO eElerigOes
GALWIE  OB:06NBAUTHQI0  @OCD  @OHUO  EHOUSEYS] aldEPaO®  62106) alRdo MOF
QUOEIRHHWY0 ©21EYENS@IEM. @ aRRAU0 (IWOMOQIS®OEM).

A blank sheet of paper is attached to the question booklet. This may be used for rough work.

32106 aJRHBHEWIOM @OOITVIMo BMo A PIMOO 60} &SLIOM G2Id@WIgINE. @ DM
$6N830 1Sl M@NIMIER H3Cla 1 BB HalEIUlEHOAM@IEM.

Please read carefully all the instructions on the reverse of the Answer Sheet before marking your
answers.

HOMOEBRD BREUOQSIEMOM @DCELMME@INY aymT dEmELHSAIMIlNNg A0 NOTMES MIdGGUEBRD
UdRLIANBA] o AUOWSEE .

Each question is provided with four choices (A), (B), (C) and (D) having one correct answer. Choose the
correct answer and darken the bubble corresponding to the question number using Blue or Black Ball-

Point Pen in the OMR Answer Sheet.

NAWOBD00 OROAS 60600 B2IRMTMP (A), (B), (C), (D) agim moel eEmEsBD ®MTideio.
NAWOBD00 HOOOETMSIOT  6.04)0.0DD. OEBOLHSLIOMIE MINWOR]S 2106y MMUGIN MEEWIES
nd@iemoo Muaflafleanim eyal (enimilid) mo@o (fleIBd &:0iEa 0 eIotd Gald@llnf GalmM Oalewouilef
B0l

Each correct answer carries 1 mark and for each wrong answer 1/3 mark will be deducted.
No negative marks for unattended questions.

89600  NAIEMOETIMe B0} MmODHE AIElHN®: GOV OHORAMAETIMP 1/3  BOdHE
MaYBIOEHWIo H21YY0. HOMAOC COCIOQSIOMIAD €2 I0GYEIBIDHE) MOVLE) MaYBOE-QIlE).

No candidate will be allowed to leave the examination hall till the end of the session and without
handing over the Answer Sheet to the Invigilator. Candidates should ensure that the Invigilator has
verified all the entries in the Register Number Coding Sheet and that the Invigilator has affixed his/her
signature in the space provided.

al@lBuomao  HFAME@ITY 2)eMI0, HOMELOHSLIOMN  nMdalElergad af@allendemewd o
8660nd@Al0 al@le:0and®d Allg e ROM®YBAINBOM aldslg). Elapd MMUd e@oflow) adldlen
agg)o ag)MSleglo snmalldleaqd aldlewnowl.aflginensnmio ma@delddlesniom muneios spadafsfleaqd
@OOIOMREWI/@OAIRESEWI Ba] aldflaflaflgieensmmio 66 PUNA@AH:W ©OaloBeEMo.

Strict compliance of instructions is essential. Any malpractice or attempt to commit any kind of

malpractice in the Examination will result in the disqualification of the candidate.

rdCEUEBHRD BHAMMORS aldelleesnsmmoa. aldle:r@I (EAGHHS MSMMYBHEWI BRGIMISS Yydo
MSOBEERO H.2IQYIMM HBBIWNIAME:68 @EWIMNIVOQ] (al6rydalleanimMmos.

If any candidates make a marking of answer in the question paper and exchange with other
candidate during the course of the examination, the answer script will be invalidated and
the candidates will be debarred for a minimum period of 2 years from appearing the
Departmental Tests.

al@lHHIMOEDT  o@e®®lelo  96BPMNIdMIISR 62106 Galg Ol  SEmRe  CreUeYSIETH  ag

863 0nNId®ALBH6) 66)8>DNIOYB>DIE)6M %31 B3 @ 9ea0Modedlog6s OODOHHSLIIAY
@OIVIWADSNM@0  BOQAOR oRRARC HIOMME e  UdceomY Udap®al  aldleuw]cd
ale@msienymMaii@d mlmmio aflaiss) a@deqsiemm@aofidleso.

The questions in English version alone will be taken as authentic though questions are given in
Malayalam language for the convenience of the candidates.

61066m8¢R  mogdladlago nAIWIBETAe  OEISIETHIQENE.  (0106RUWe  BaHXI@  @aTdlenymmaey
oeapmodmdle@des)  an@ilanssymalmealendl ao@aoen.  snogflal  @HUWIG  OB:05) OB @lHeM
321061658861 @YU 0@ldr0.
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10 C 60 C
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13 C 63 A
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